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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:
Dear 
,

RESPONDING to a THIRD PARTY REQUEST for a REFERENCE

Further to your recent request for a reference, I would like to provide you with the following information. 

	Teacher’s name:
	Department for Education No:
	Started work for us on:
	Ended work for us on:
	Comment:

	
	
	
	
	


Due to the nature of the supply work, the candidate has only worked on an ad hoc basis. Therefore I am not able to comment on all the aspects of their suitability.  Nevertheless the comment above accurately reflects their performance.

In summary, I trust that is helpful.

for the agency
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